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CHAPTER 1 : INTRODUCTION
1.1 Introduction ‘

At the completion of the research work, all graduate students at the
University of Zambia are required to submit a specified number of
loosely bound typed manuscripts of their research work for examination
to the office of the Assistant Dean, Postgraduate Studies, in their
respective Schools. This office assures the quality standards established
by the Board of Graduate Studies of the University of Zambia. In
general, the doctoral manuscripts are called thesis, and the master’s
manuscripts are called dissertations. For the purposes of this handbook,
the term thesis will accommodate both masters and doctoral manuscripts.

The number of copies of the theses required to be submitted are as
follows:

e Dissertations for masters degree: four (4) loosely bound copies.
e Theses for the doctoral degree: six (6) loosely bound copies.

The official examinations results are communicated to the candidates by
the Directorate of Research and Graduate Studies, DRGS. The
candidates are required to incorporate all corrections, revisions and
amendments recommended by the examiners and deposit three hard
bound copies of their corrected thesis to the Assistant Dean, Postgraduate
Studies of their respective schools.

This handbook attempts to provide the guidelines for preparation of the
thesis for examination and also for the deposit of the final corrected
version of the thesis.

1.2 Some Hints for a Stress-Free Submission

Submitting the thesis for examination is not a complicated process, but it
does require planning and attention to deadlines. Take time now to learn



about the requirements, mark the deadlines on your calendar, and be
realistic about the amount of time you will need to complete writing your
thesis/dissertation. Allocate some extra time to cater for the unanticipated
emergencies. Consult )‘/our supervisor and visit the office of your
School’s Assistant Dean (PG) early enough, at the time of giving your
notice of intent to submit your thesis, in order to confirm your
understanding of the process and submit your thesis for examination at
the earliest possible opportunity. Waiting until the week before the
deadline, while sometimes unavoidable due to external circumstances, is
bound to make this process stressful. Planning can avoid unnecessary
anxiety.

1.3 Formatting Guidelines

Chapter 3 contains the specific’ guidelines from the Board of Graduate
Studies, henceforth referred as the “Board”, of the University of Zambia
for thesis format. The Board requires that all theses conform to these
guidelines, look professional and be excellent representatives of the
University of Zambia. If you are consistent in the ways you format your
thesis, such elements as headings, font, spacing, and pagination, you will
likely to have little difficulty in submitting your thesis for examination.

1.4 Additional Information

This handbook cannot anticipate every question that might arise.
Students are encouraged to contact their supervisors and the Assistant
Dean (PG) of their school. Please note that the information contained in
this handbook is for general guidance on matters of interest to faculty,
staff and graduate students at the University of Zambia. The handbook
summarizes relevant University regulations as a convenient reference
tool. However, information on the University policies and regulations
contained herein is for information purposes only and it is subject to
change without notice.» For more detailed information, please see the
official University of Zambia Regulations for Postgraduate Studies. The
regulations can also be accessed through the University of Zambia home
page: www.unza.zm.




CHAPTER 2: DETAILED CHECKLISTS AND

- REQUIREMENTS FOR GRADUATING

STUDENTS

This chapter is intended to provide the information necessary to navigate
the preparation and submission of the thesis for examination. Please
review the appropriate checklist and read all accompanying information
in the following pages.

2.1 Checklist for Master’s Degree Students

1

Ensure you have met all necessary registration
requirements.

Complete a format review with your supervisor.
Complete format review with your School’s Assistant
Dean (PG).

Submit four loosely bound copies of your thesis for
examination before the deadline.

Materials required.:

e Four (4) loosely bound copies of your thesis
e Supervisor’s certificate, signed, confirming that your thesis is
ready for examination

i

Update address information. Results will be mailed to
your permanent address.

2.2 Checklist for Doctoral Degree Students

Iz,

Ensure you have met the registration and time limit
requirements; register for the semester in which you are
submitting your thesis.

Title page check in the office of the Assistant Dean (PG)
of your school.



3. Complete format review with your supervisor and obtain
supervisor’s approval form.

4. Submit six loosely bound copies of your thesis for
examination before the deadline.

Materials required:

e Six loosely bound copies of your thesis
*  One original copy of Supervisor’s approval form, signed
Abstract, formatted according to the recommended guidelines

5. Update address information. Your results will be mailed
to your permanent address.

2.3 Detailed Information about the Checklists

2.3.1 Registration and Time Limit Requirements

Master’s Students

Check the status of your registration with the Assistant Dean (PG) of
your school.

Doctoral Students

Check the status of your registration with the Assistant Dean (PG) of
your school.

2.3.2 Title Page Check in the office of the Assistant Dean (PG)

Visit the Assistant Dean’s office early in the submission process,
preferably at the time of sending your intent to submit, to have your
title page reviewed. The DRGS requires that you format your title
page according to the guidelines defined in this handbook, and no
exceptions will be made. It is essential to ensure that your name and
prior degree information coincides exactly with the University
records. If you wish to change the way your name appears, and / or

-



make corrections to recorded prior degrees, you must contact the
Office of Admissions, DRGS. It is your responsibility to provide
official documentation to the DRGS to clarify any discrepancies.

Note: You will not be permitted to submit your thesis until your name
corresponds with the University records and is used
consistently in all submission materials.

2.3.3 Format Review

It is the supervisor’s responsibility to ensure that the candidate’s

thesis conforms to the formatting requirements before he/she signs

the supervisor’s certification form.

2.3.4 Submission of thesis for examination

Submit your thesis for examination at the office of the Assistant

Dean (PG) of your school during regular office hours prior to the

deadline for submission as follows:

2.34.1 Master’s Degree Students:

Materials required:

e Four loosely bound copies of your thesis
Supervisor’s certificate, signed, confirming that your thesis is
ready for examination

e Updated address information. Results will be mailed to your
permanent address.

2.3.4.2 Doctoral Degree Students
Materials required:

e Six loosely bound copies of your thesis



Supervisor’s certificate, signed, confirming that all corrections
recommended by the examiners have been ily'borporated.
Certificate of Approval form, signed by thé Chairperson, Board
of Examiners and all examiners supervisér, confirming that the
final thesis conforms to the format requirements of the
University of Zambia. This form must be typed or laser printed,
and your name must be consistent with its appearance on your
title page. ;

Updated address information. Results will be mailed to your
permanent address. 7
Graduate Survey form (optional). This survey is optional, but it
is a good opportunity for graduate students to express their
graduate studies experience at the University of Zambia.

2.3.5.2 Doctoral Degree Students

Materials required:

Three (3) hard bound copies of the final version of your thesis.
Two (2) copies of the abstract of the thesis.

Supervisor’s certificate, signed, confirming that all corrections
recommended by the examiners have been incorporated.
Approval form, signed by the supervisor, confirming that the
final thesis conforms to the format requirements of the
University of Zambia. This form must be typed or laser printed,
and your name must be consistent with its appearance on your
title page.

Updated address information. Results will be mailed to your
permanent address.

Graduate Survey form (optional). This survey is optional, but it
is a good opportunity for graduate students to express their
graduate studies experience at the University of Zambia.



2.3.6 Update Your Address Information

Results will be mailed to your permanent address as it appears in the
University of Zambia’s records. Please update this information before
leaving the campus. If you are already away from the campus, you
must make your address request in writing. This request must bear
your full name as you would like to appear on your certificate, the
signature of the student and it must include student identification
number, new address information, and contact phone number or e-
mail address. Please submit your written request to the Assistant
Registrar, Directorate of Research and Graduate Studies, University of
Zambia, P.O.Box 32379, Lusaka.

237 Post Deposit Considerations
2.3.7.1 Certification of Degree

Sometimes an employer may require confirmation that a student has
completed all degree requirements for graduation. After your thesis
deposit is complete, and if you have met all other requirements and if
you are not in any kind of arrears with the University, you may request
for a letter of certification from the DRGS. You should supply an
address to which the letter can be mailed. If you urgently need this
letter , you may drop the request at the Office of Admissions, DRGS,
and pay the prescribed fees. Your letter of certification will then be
available as soon as possible.

2:3.7.2 Participation in Graduation Ceremonies

There is a graduation held each academic year for all degrees to be
conferred since the previous graduation ceremony. Students are
eligible to participate in a graduation ceremony if they have satisfied
all the requirements for graduation.



CHAPTER 3: ORGANIZATION AND FORMAT OF
: THESES

«

3.1 General Formatting Specifications for Theses
3.1.1 Rationale

Formatting guidelines set forth by the DRGS help ensure a high
University standard. Each thesis deposited with the DRGS will be made
available to the public through the University library. The University of
Zambia requires that all deposited theses be professional in format and
be high quality representatives of the institution.

32 Documentation Styles

The University of Zambia grants graduate degrees in over fifty units, and
disciplines vary widely in documentation and format style. Nevertheless,
the DRGS requires a recommended style for all theses at the University
of Zambia. However, the candidates may use the citation style preferred
by their department/discipline. Whatever the citation style selected, it
must be followed consistently throughout the thesis.

35 General Guidelines
3.3.1 Margins

For binding purposes and later ease in microfilming and copying, every
page of the dissertation or thesis must meet these minimum margin
standards:

Top: 25 mm
Bottom: 25 mm
Right: 25 mm
Left: 40 mm (binding edge)



All thesis material must fit within these margin requirements (including
tables, page numbers, figures, and graphs). The margins used should be
consistent throughout the manuscript. No headers or footers giving the
titles of the thesis, chapters, or sections are allowed.

3.3.2  Fonts and Font Size

Twelve point Times New Roman is standard, but any legible font, except
those that are script, italic, or ornamental, is acceptable for the body of
the text. If Arial, Helvetica, or Century Gothic fonts are used, the thesis
must be in 10 point font or greater to be accepted. A consistent font and
size must be observed throughout all sections of the thesis, with two
exceptions. Italics may be used for quotations, words in a foreign
language, as well as for emphasis. The font used for appendices, charts,
drawings, graphs, and tables may differ from that used for the text, but
consistency throughout the document is strongly recommended. All print
should be letter quality with dark black characters that are consistently
clear and dense.

3.3.3  Line Spacing

The thesis, including the abstract, acknowledgments. and introduction,
must be double-spaced or one-and one- half-spaced. Spacing must be
used consistently throughout the document. Foot notes, endnotes,
bibliographic entries, long quotations, items in lists, and appendixes may
be single-spaced. The line spacing observed in a thesis must be
consistent throughout, including the spacing between a chapter heading
and the first line of the text.

3.3.4  Pagination

Every page of the entire thesis must be numbered, excepr for the notice
of copyright page, title page, and the approval form. Page numbers must
appear in the same location on each page and be consistent in font size
and style, not less than 13 mm from the edge of the page. The DRGS
recommends placing page numbers at the bottom centre of the page.
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Preliminary pages of a thesis are numbered in lowercase roman
numerals. The first page of the thesis text follows the preliminary pages
and begins in Arabic numbering with 1. ; ’

3:3:5 - “Paper

All copies of the thesis must be submitted on white, A4 size paper. The
DRGS accepts 80 gram per square meter, standard grade paper.

3.3.5  Print Quality

Thesis copies submitted for deposit should be high quality, and
preferably of laser quality. Many ink jet printers also produce acceptable
copies. If you are concerned about the print quality, bring a sample page
to the office of the Assistant Dean (PG) for advice. High quality
photocopies without any smudges or blemishes may be submitted for
deposit. Given the wide availability of professional quality duplication
and printing, corrections made with correction fluids or tapes are not
acceptable.

3.3.6  Colour Copies

Colour copies are acceptable and even encouraged for illustrations.
However, for the purposes of microfilming, labels or symbols rather than
colours should identify lines on a graph. Illustrative materials, drawn or
computer generated, in black will reproduce well during microfilming,
while colours will appear as varying shades of grey. Shaded areas, such
as countries. on a map, will have better contrast during microfilming if
crosshatching is used instead of colour.

3.3.7  CDs and Other Non-print Media
Compact discs may be included with the thesis. However, it is
recommended that the thesis be understandable without the material

contained on the CD. CD-ROM must be clearly marked with your name,
degree, department, university, dissertation title, and a reference to the:

bl



disc’s place in the dissertation. These materials are best considered part
of the appendix. CD-ROMs should be secured in an envelope or case
which should be attached to a numbered page of text that has information
about the information included in the CD-ROM, such as “Appendix C:
CD of Flight Images.” This will help the placement if the CD becomes
separated from the paper copy of the thesis. The compact disc must be
labelled as follows:

Your name

Thesis title

Degree, department, University name, and year of graduation
Appendix number (if appropriate) and appendix title.

Example:

Martin.S. Tembo

Coffee Consumption of Graduate Students Trying to Finish
Dissertations

Ph.D. Thesis, Department of Food Science and Human Nutrition,
University of Zambia, 2004

Appendix A: Statistical Results

3.4 Organization of Thesis

3.4.1 All theses must be-organized utilizing the following three
sections, namely preliminary pages, text pages, and
reference/appendix pages.

Preliminary pages of a thesis are numbered in lowercase roman
numerals. The first page of the thesis text follows the preliminary pages
and begins in Arabic numbering. The information given below attempts
to clarify the pagination rules and the arrangement of the pages. The
thesis must be arranged in the following sequence:






